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HEAR 6.1 New Extra-curricular Activity Approval Process
Thank you for your interest in proposing a new activity or award for inclusion in Section 6.1 of the HEAR. If you have any queries about the New 6.1 Activity Proposal Process outlined below, please email hear@westminster.ac.uk
Please note that if you are interested in verifying a University, Professional or Departmental Prize, you should contact hear@westminster.ac.uk directly with the details– you do not need to complete the New Activity Proposal form. 

Once you have submitted the New 6.1 Activity Proposal form, the HEAR Steering Group will consider your request and/ or invite you to attend a meeting of the Steering Group to give further details (please allow four weeks from the date of submission).
If your proposal is suitable, the HEAR Steering Group will liaise with you to complete the following protocols: 

1. the level(s) of engagement that can be recognised; 

2. the criteria for gaining recognition; 

3. the activity title(s) and description(s) that will be displayed in the HEAR itself. 

If your proposal is not currently suitable for inclusion in 6.1, the HEAR Steering Group will provide you with an explanation and advise you where appropriate. 
For details of our eligible 6.1. Activities, please visit the University’s HEAR web pages www.westminster.ac.uk/hear 
Guidance Notes on the 6.1. Protocols

· All activities must meet Protocols 1-5.
· Posts held after graduation cannot be included. For example, students undertaking a full or part time role as a SU sabbatical officer after the completion of their undergraduate programme of study will not have this activity recorded.

· Activities which attract only nominal payment (Student Ambassadors, FANs etc) should not be excluded under Protocol 6. Activities that attract substantial payment or are regarded as casual employment by the University should be excluded as this would be considered employment rather than volunteering in the University community.
· With regard to scholarships, performance-based scholarships are eligible for inclusion, providing they recognise achievement gained during a student’s time at the University
	HEAR 6.1 EXTRA-CURRICULAR ACTIVITY APPROVAL FORM

	Activity Title:
This will appear on the HEAR
	

	Activity Organiser:
Person or department responsible for the collation and uploading of the relevant data
	

	Activity description:
This this will appear on the HEAR max 100 words. 
	

	Activity Category: Please choose one of the following:

i. Westminster Distinctiveness Employability and Enterprise Award
ii. Westminster Distinctiveness Inspiration and Leadership Award
iii. Westminster Distinctiveness Community and Sustainability Award
iv. Prize
	

	Section 6.1 Protocols:
	Please give details below of how your activity meets each of the protocols

	1. The activity develops one or more of the University’s graduate attributes: 

· Critical and creative thinkers

· Literate and effective communicator

· Entrepreneurial

· Global in outlook and engaged in communities

· Social, ethically and environmentally aware
	

	2. Active participation in the activity is overseen and verified by a member of University staff before students have completed their academic programme
	

	3. The target group for which the activity is intended.  The process for accessing the activity should be clear and transparent 
	

	4. The activity is not directly part of the academic credit-bearing curriculum.
	

	5. The activity must involve either:

i. sustained and regular commitment over one semester or at least 10 hours interaction, 
OR

ii. require students to complete an additional task (e.g. submission of a reflective journal) that is coherent with the activity itself 
	

	6. The activity is not formal employment by the University or a third party. However, Talent Bank employment may be included if the student has attended a minimum of three employability workshops with a member of the University’s Career Development Team. 
	


Please return completed forms to:


HEAR@westminster.ac.uk 
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